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PERARTEDEAL SUPPLY FAUti BB

thaptar 2 - Requisiticaiuyg Puaparatlan

1. Effesetiv 1953, a1l requusis fou suosll
subsitted by the Dallding Supply Offiees, Staticne in il Unie
Fechnisal, Overating we Adwinistretive Diviclens p BEECEL ¢
frum IPleld Yhautor Jesdgussrters, Plold Stations pad ¥ Tapat:
Jeete inttietad Ly aue 6 the abeve divisicas e VLW e prapuesd
ﬁi@ﬂ ?“5’3@ &90 36"‘ ° R

2. A elingle roquisiticn zmay centeins
| @, Bath axpesndsdle ond non-expendsle | leng.
be AL fLadly greups.

€. Btock items, 1tews lists€ 1o the Agescy Steck Catelos, sndfer
wor-stendard iteas.

3. Ssparets regulsitions mll e aubui{&%d e - ol
2. Portinl ghiyments extsnding over 2 piriod of Sl
b. Diffgrent consigress.
¢. Differont account pusbers andfoe projeet nusbera.

b. Reguisitiim Form %o. 36- oonsista of Lwo shools of manifold

smper (unparferetsd) and ons sheot of heavy perfurated ntosk,

7. The offies preparing the reguisition wili:
&. Retein one menifeld eapy.
b, Porvard one manifeld 22 the perforitsd oany o3
Sieek Csatrol Braoech
Supdly Divieiou
Wicg €, Quartars Eye
6. Prior to submission of raguisition o tie Stock (ontrel Branch,

wequisition for the fellowing types of materiel 511 be Togvarded through
the Office indicated below, for technicsl guidun:e and/or epyrovel.

a. Execulive type furmaiture - Chi ', Logiebical OfPics
. Surveilisnce and Ihotographic .
Equipment - Chi»f, Office o~ Teennicsl Servieos
& -
SEIR



s

A
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' Sacurity Informaticn '

€. Comsmleation Equipment ~ Asst.. Directsr of Comunicutions

4. ¥edical Bguipmens ~ Chief, Msdieal Office

. keproductiaz Bguipment - Chie?, Adminigtrative Serviceo
Oftice

f. Business Machines - Chief, Organization and Metlxxis

Service, Offies of the Oxmytroller

% PFire Arms (for 1ssue in US
only) - Chief, Security Office

h. Research and Developsent

Items - Chief, Office of Technienl Scrvices
1. Internsl Sgeurity Items - Chief, Inspectien and Security

Office

J. Alreraft or Asronautical Equip-
rent eand Vessels o Maritime Equiment- Chief, Air Meritime Diviaien, Para-
silitery Operations Staff

7. Only the nom-perferated copy submittad to the Stoek Centrel Braneh will
be signed. Each office will submit with the first requisition & momergndum
containing the nema and gignature of persons sutharized Yo sign requisitions.

8. The departmental division submitting the requisition will profix :
the requieition mmbar with the four Aigit designetion assigned by the Office
of the Comptroller to identify the Office and Diviaion. i

#. Overseas requisitions will indicate an "sstirmted tims of deperture”
date” ca a realistic besis. The ETD date will be the last day by whish the
suppiles should reach the port of esbarkstion. quisiuens will 25X1A
indiente "required dates” on & reslistic bvasis. requirad date wiil be the
lset day by vhich the supplies should reach the conaigneae.

a. Por emergency requisiticns {those reguisitions for material whea
the success of an operation will be seriously Jeopardized by the immedi-
tte lack of the material), the ETD or requirad date will represent an
catimate of the time required to effect supply with expeditisus handling.
Yo no czse will an impsgsible date be specifisd. When practiesble, the
establishment of & realistic date will be coscdinated with the ares coor-
dinstor end Chief, Stock Control Branch, (telaphane extensien 8039 @r B754)
prior to submlssion of the requisition.

Y. The requirad date for other requisiticns wil! repreczent setual
order and shipping time experience in the recelipt of supplies by ecasignee,
but in ro ceze be less thon 30 days from datz of submnisaion of the

requisition. ‘
' ' «»-"Tﬁ?@%ﬁ%k
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Feguisitions:

25X1A

Security Infermation

The forlowing tine schedules will ba fsilowed {n processing

A
4
£
:
£
¥
&
[
[
i
H

&. BRequisliioning office and approviag office - L work days
iparagraph # sbove}

. Btock Control Braoch ~ 2 work daysx
¢. Depot Operatioms (stock from depots) - 10 werk days
4. Purchase Div. (preparatioca eof purechsse

order }: ’

{1) Deportment of Defense procurement - 5 work deys

{2) Commercisl procurement - 30 work days

8. Purchase Div. {procuremsnt lead time):
{1) Department of Defense procurement

(2) Commercisl procurement
(varies with type of materisl) - 30 to 180 calendnr
days

55 calendsr days

£. In vwrassit time - {based on experiencc) veries with distarnce and
mtbnd of transpactation

Requisitioner will fill in all the following dlocks on Form 36-

a. Clsssification - Insert "RESTRICTED", "COMFIDENTIAL", "SE(RET",
"POP SECRET,"” as applicable. If document 13 not classi-
fied, indicate "None".

b. GSheet nusber and nusber ¢f sheets to the requisition.

¢. Baslis - Short statemsat of resson for the requsst, reference %o
ovarses letter, date or csble nusber and/or suthovity for
regquest.

e. t -
{1} Xsme of office preparing requisition.

{2) Newr of individual o be contected for additional infcrmetisn.
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Security Information
{3) Room number and building of above individual.
{4) Telepbene extensicn of above isndividual.
f. Authorized -

{1) Dame and title of individual suthorized to sign requisitions
{see parsgraph 7 sbove).

(@) pate requisition is submitted to Stock Control or approving
off{ce.

g. Requizition number -

{i) PFour digit requisition identification, ses paragraph 8
above and

{2) Requisiticn nusber beginning with the number "1"” at the
start of sach fiscal ysar and

{3) Two nusber to represant the fiscsl year.

{4) A1l the sbove numbers vill be repeated on esch itsms stud
in spece marked "R™.

{5) Example of complete requisitioner identificaticn, requisitio:

aumbder and fiscal year:

Offica and Division 0123~
Requisition Humber ks.
Yiscal Year 53

Couplete Requisition Mumber - 0123-45.53
{6) Por offices with large volume of requisitiouns, it is
reccammendsd that a rubber stamp be used for numbsring requisiticoer
- 1dsntification.
h. Ship to - Name and address of consignes.

1. Marked for - Code name of port of éebarkation for ecnsigoees under
Army oover. :

J. Required date - see paregraph 9 above.

k. Special instructions - any special packeging, packing, merking,
instructions, recommended mathad of transportation, extra dpeument
distribution, ete. It is recommenied thet no classified infermetion ba
placed in thia space., If additional space iz required, attash mums-wandus.
to the perfersted copy of requisition.

2-4

Security ormation
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Security Iaformation

1. Acopunt wumber - as sasigned to the Division by the Office of the
Couptraliler.

A. FroJect number (vhen applicable) - as assigned by the Project
Review Committee.

n. Item nuxber - list coansecutively. ‘
@. Requisition mmwber - repeat informstion as shown in bloek g, absve.
P- Unit of issue
q- Stock nusber -

(1) Steck numbers are assigned in the Agency Catalog to ell
items which are regularly proecured, stored and issued by the Agency.

r. Dueription -

{1} The complete descripticn as shown in the Agency narrative

catalog, when pudlished. Do not use electrical accounting mechine
abbreviations.

{2) Xt predetermined description is not svailable, s cocmplete
deseription vith reference to page and neme of trade catalogs msy de
used. , .

{3) If additionel space is required ocontinue on next strip.

(k) In the event substitutions will not be acceptable, "Do Not
Substitute” is written in this bloek.

8. Requisitionad - quantity reguested.
Do not £111 in other bloeks.
12. The requisiticner vwill receive an informstion capy of cash type of
transaction taken by the Stock Control Branch to effect supply. The documents
vill contain e top stud as follows:

&. Shipping document - showing items to be shipped from depot stock
and dapot consignor.

b. Purchsse request - showing items %o be procured for rashiprent
0o consignee or direct to conaignee.
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Cie, & mrra,

mfb«rmt.lan,limwe in peragraph 11 above, will be
: in &up.l&m wnmmng the following inrarmtmm

kb W;H:em Lol

08 Tequisitio: will

Cled o

26 c':t same, v’ ::izmg

a8 resgons.

B
inferm the ultimste

voplas of 12 ¢, b, and |

Roqsliﬂi “lons. for automotive vehielau RS ummun to thé f’orn and

. For overt veh.tclet show:

(1) The tm of 'uhicle, model md mgw. -
o) lhumcw: based oo tnihble m o 1

{32 sxmuul aemuoq/ cquimt mquirodb

i
i

amm&un

4

- {h) Pouib;a snbatiﬁhtim, three if :mﬁiblé, iisted in erder

ot rmi‘arenec .

&‘n) e repls nt, show tho tym,

 ausiber of raplaced '*elo, ané. method of di

~ for dimmm

wlﬂcla .

yv/iufarmation

m rz uld.iti.onn, st-m - need ot
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